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INTRODUCTION

One of the catalysts behind the upgrade to a web-based time and attendance system was the need to use a
system that supported the roles and responsibilities of the main parties involved in timekeeping: the
Employee, Timekeeper and Supervisor. Their respective primary responsibilities include:

Employee

Provide a written or electronic accounting of hours worked and leave taken by the established
deadline each pay period.

Provide supporting documentation for leave usage (leave slips, court documents, military orders,
etc.) as required.

Verify/validate timekeeping data submitted.

Notify Timekeeper and Supervisor in a timely manner of any corrections needed to previous pay
periods.

Compare leave balances maintained in the timekeeping system (WebTA) with those maintained
by the payroll system (NFC); notify Timekeeper and Supervisor of any discrepancies.

Advise Timekeepers of approved changes to basic employee information (duty hours, tour of
duty, alternative work schedules, etc.)

Must agree to the terms and sign the Rules of Behavior for WebTA.

Timekeeper

e Receive a written or electronic account of work and leave hours for all employees.

e  Obtain supporting documents for leave usage.

e Ensure T&A records are submitted on every employee within processing deadlines.

e Maintain valid accounting tables within WebTA.

o Assist Time & Attendance Liaisons with corrective actions on rejected timesheets.

e Obtain effective dates from HRO or Supervisors of personnel actions affecting employees.

o Adjust employee leave balances and SCD dates as instructed by Leave Share Coordinator, HR
personnel or Time & Attendance Liaisons.

e Prepare and submit corrected timesheets, as necessary.

e Resolve leave errors in a timely manner (5 pay periods).

o Discuss timekeeping questions and leave errors with Supervisors and Time & Attendance Contact
Points and Liaisons.

e Add new users (not roles) within work unit to WebTA.

Supervisor

e Establish Work Unit policies to manage timekeeping functions.

e Ensure accurate and complete T&A reports are submitted for each employee prior to the
established deadline. Failure to complete this may result in non-payment of payroll to the
affected employee(s).

e Approve (certify) the accuracy of hours worked and leave taken for all employees supervised
prior to the established deadline each pay period.

e Sign the certified T&A report for all employees supervised each pay period and forward them to
the Timekeeper for filing.

e Ensure certified T&A reports and supporting documentation are retained for 6 years.

e Provide Employees and Timekeepers time to carry out their timekeeping responsibilities.

Ensure compliance with all pay, leave and timekeeping regulations and policies.



This WebTA Supervisor Guide is designed to build on the material outlined in the WebTA Employee
Guide. A few sections have been duplicated for the convenience of the reader.

ACCESSING WebTA

Launch WebTA using Internet Explorer 5.5 or higher (best choice) or Netscape 7.1 or higher by typing
the URL address “https://docwebta.ocs.doc.gov/webTA/” in the address box, and depressing Enter, or
double clicking on the WebTA icon on your desktop. Click Continue at the Certificate Name Check
screen. The following screen appears:

<2l Time & Attendance - Microsoft Internet Explorer
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.
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Click on login. The WebTA Login screen appears.
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ALL PASSWORDS MUST COMPLY \WITH DOC PASSWORD [}
POLICY, WELZOME ABOARD ITA!

webTA Login

This Government system, run by the Department of
Commerce {(DoC), is for the purpose of conducting
official Government business, within the scope of DoC
policy. All data in this system is the property of the
Governmeant & may be monitored, intercepted, read,
recorded, copied, or captured in any manner & disclosed
in any manner, by authorized personnel. THERE IS NO
RIGHT OF PRIVACY IN THIS SYSTEM. webTA uses a
single session cookie.

Please enter your User ID and Password for the Time & Attendance system:

—— [T
B |

(password is case-sensitive)



https://docwebta.ocs.doc.gov/webTA/

Click in the User ID box. Type your User ID with no spaces. Generally, the User ID is your last name
followed by your first initial. If you share the same name with someone else in your agency, your User
ID may be slightly different, such as your last name followed by your first and middle initials. Prior to
conversion to WebTA, you will be notified of your exact User ID and initial Password.

Click in the Password box or Depress the Tab Key to move to the Password box. Enter your password,
keeping in mind that the password field is case-sensitive (see section on Security for other requirements
regarding passwords).

Your screen should look similar to the one below:

< ME R -1 0 = 1= e

ALl PASSWORDS MUST COMPLY WITH DOC PASSWORD
POLICY. WELCOME ABOARD ITA!

webTA Login

This Government system, run by the Department of
Commerce {(DoC), is for the purpose of conducting
official Government business, within the scope of DoC
policy. All data in this system is the property of the
Government & may be monitored, intercepted, read,
recorded, copied, or captured in any manner & disclosed
in any manner, by authorized personnel. THERE IS NO
RIGHT OF PRIVACY IN THIS SYSTEM. webTA uses a
single session cookie.

Please enter your User ID and Password for the Time & Attendance system:

=

{password is case-sensitive)

> [loan |
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Click the Log In button or Depress the Tab key and Depress Enter.

There are five levels of access within WebTA: Employee, Timekeeper, Supervisor, HR
Administrator and Administrator. At login, WebTA brings you into the system at your highest level of

access.

This manual addresses the features of the Supervisor role.



WebTA Supervisor Main Menu

As a Supervisor, you will have at least two roles within WebTA: that of Employee and Supervisor. To
access the Supervisor Main Menu, click your Supervisor access button.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD

POLICY, WELCOME ABOARD ITAl Help Logout
Supervisor Main Menu
User Functions
Delegatel Change Passward |
Ermployes Timekeeper | Supericor | HRAdmin | Admin |
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While there are very few functions for the Supervisor to perform within WebTA, they are critical to the
payroll process. The Supervisor, or his/her delegate, must certify all employee records no later than
4pm Central Time the first Tuesday of each bi-weekly pay period. If the employee records are not
certified, the affected employees will not be paid through the normal payroll process and payment may be
partial and/or delayed if the employee must be paid offline. Additionally, if the employee is paid outside
of the normal payroll process, a leave error is automatically generated.

As previously discussed in the Employee Manual, the data entry for hours worked and leave taken each
pay period can be entered either by the Employee or the Timekeeper. Regardless of who performs that
duty, the Employee retains the ultimate responsibility for verifying the information submitted. Once the
T&A record is validated, the record is available for your certification.

CERTIFYING RECORDS

To review and certify records, click on the Certify button in the Supervisor Main Menu.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD Help Logout -
POLICY. WELCOME ABOARD ITA! P
Supervisor Main Menu
N e (Lill| View/Certify Records
User Functions
Delegate | Change Passward |
Employee Tirmekeeper | SUREnsar | HR Admin | Adrriin |
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The Select Employee screen appears. This screen provides you a listing of all the employees you
supervise. Notice on the left there is a Status column to show you whether the Employee or Timekeeper

validated the record.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY. Help Logout
WELCOME ABOARD ITA!

Select Employee
D 2]

Bushaw, Freddie BUSHAWF 05 - 2004 TOWHNSEMDA

' Tkp. Validated Escamilla, &manda ESCAMILLAA 0F - 2004 TOWNSENDA
e Jeske, Rodney JESKER 05 - 2004 TOWNSEMDA

" Emp. Validated Person, Melody PERSONM 05 - 2004 TOWNSENDA

Wiew/Certify T&A | Certified T&As | Locator Info

D
Certify All | Retuml
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Either method of validation is acceptable but if the Timekeeper validated the record on behalf of the
Employee, the Employee is required to sign the hard copy of the certified record. Conversely, if the
Employee validates his/her own record, no Employee signature on the hard copy is required. Until the
electronic signature module is available and deemed acceptable by the Office of the General Counsel,
Supervisors will continue to have to sign a hard copy of the certified T&A record.

It is not possible to certify records that have not yet been validated by either the Employee or the
Timekeeper. Once the record is certified, neither the Employee nor the Timekeeper can make changes to
the record. If changes to the current pay period are required and the record is still available for
modification (i.e., it has not yet been built and sent to NFC), you will have to decertify the record before
any adjustments can be made.

To view or certify a T&A Record, click on the Radio Button to the left of the Employee Name, and then
click on the View/Certify T&A button.

=

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY.
WELCOME ABOARD ITA!

Help Logout

Select Employee
e D 2]

Bushaw, Freddie BUSHAWF 05 - 2004 TOWHNSEMDA
 Certified Escamilla, &manda ESCAMILLAA 05 - 2004 TOWMNSEMDA
e Jeske, Rodney JESKER 05 - 2004 TOWNSEMDA
' Emp. Validated Person, Melody PERSONM 05 - 2004 TOWNSEMDA

View/Certify T84 | Centified T&4s | Locator Info

Certify All | Retuml
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The Employee’s validated T&A record appears and it reflects everything you need to determine if it is an
accurate accounting of the pay period. In addition to the accounting of all hours worked, leave taken, and
accounting codes charged, it also shows the leave balances, accruals and usage. Be sure to compare this
leave usage against your records of leave approved for the employee for the pay period. Also, be sure to
verify that employees have charged their time to the appropriate pay types and accounting codes.

Additionally, this summary shows you the T&A Profile for the employee. This is crucial in determining
certain pay entitlements. For example, only employees on certain flexible schedules are eligible to earn
and use credit hours, as there is no provision under the law for those on regular fixed or compressed
schedules to earn or use credit hours. It is imperative that you understand the requirements of each type
of work schedule. For review, you can easily access the Handbook on Alternative Work Schedules
(http://www.opm.gov/oca/aws/index.htm).

& A " Yeeahs S oy - @ X
“ 5 3 | L i 5 & -
Q- O HNMRAXLKkE®B|Z- L H | &
S
ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY, WELCOME ABOARD ITA! Help Logout [ |
Marme: Melody Person Pay Period: 05 : Mar 7 to Mar 20
Report Type: Regular Leave Yean 2004
Status: Yalidated
Time In Pay: 80:00 Other Time: 0:00 Coollar Transactions: $0.00 Days In Pay: 10
—> Time In Pay Mar Mar
= . Epf Esf TAccount 708 19110 |11 12113 141150 16 | 17 | 18 119120
AR T Description S M TIW T FIS Wkl [SiIMET W T S| Wk
: 40162ZHM24P00 S T e
Regular Base Pay: e R ) 45: 8 35:45 (T TET4S T 6 £ h
Reqular Base Pay bRt URIl 2 L1 m30i0i15m30i 1 | 315
: S Rin A 110300150300 1
' 401622ZHM3SPO0
EegilanEasata) |Administer leave share Proga. : :
. 40162ZHMESPO0
RegularBase Pay: rmplament ABC/BME 0:30
! 401622WMEIP00 1
RegilakBase B 1Complete administrative dut.., iy e i
: 40162288558P00
il cers ‘Mon-worked paid time )
Total [Ta e85 s [4] 81818183181 | a0 |
—P  [Ten profile Leave Data| Fud 'Accr! Avail Used  Bal
Pay Plan Senersl Schedule (reg)| [anqual 2485:30/8:00!256:30! 1130 255:00
Tour of Duty Full Time Sick 230:0074:001234:00) -- 23400
Duty Hours a0
Inork Week Maxriflen
Alternative Schedule Wariable Workweek
Agency MOAS
State oo
Town azoo
Unit 0z
Timekeeper a5
Use Projects Mo
Account Data Code Manual Entry
Stored Account (LOCAL)30169P IBMGP21
Retain Data Mone
‘Sar\.lice Comp Date |Aug 211983 ‘
[Annual Leave Category |8 hripp |

Your signature certifies that all reported time was worked and approved according to law and regulation.

—> Cemfyl Cancel |
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At the bottom of the screen, please note the certification statement that the Supervisor agrees to when
certifying:

“Your signature certifies that all reported time was worked and approved according to law
and regulation.”

Click the Certify button at the bottom of the page to certify the record.



Once the record is certified, neither the employee nor the timekeeper can change it. It will now show
‘Certified’ in the status column (see screen below).

Records can either be certified individually as outlined above, or all at once by clicking on the Certify
All button on the Select Employee screen as noted on the screen below. When using the Certify All
feature, each record must still reviewed by the Supervisor prior to certification. It just eliminates the step
of having to click on the radio button for each employee.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY,

Hel L T
WELCOME ABOARD ITA! elp Lagou

Select Employee
R L

Certified Bushaw, Freddie BUSHAWF 05 - 2004 TOWMNSEMDA

 Certified Escamilla, Amanda ESCaAMILLAL 05 - 2004 TOWNSEMNDA
= Certified Jeske, Rodney JESKER 05 - 2004 TOWMNSEMDA
@« Certified Person, Melody PERSCOIMM 05 - 2004 TOWMNSEMDA

View/Certify T&A | Certified T&As | Locator Info

p  Certify Al | Retum |
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All certified records are added to the WebTA file that the Administrator (DOC) builds and sends to the
NFC each pay period. In order to ensure your staff will be paid on time, it is critical that you or
your delegate certify the T&A records prior to the deadline of 4PM Central Time on the first
Tuesday of each pay period. Once the WebTA file for NFC is built, all WebTA records advance to the
next pay period. It should be noted that any records on hold will be advanced to the next pay period a few
days after the active records.



REJECTING RECORDS

If, after reviewing the data, you wish to reject the record because you do not believe it is a complete and
accurate reflection of the hours worked and leave taken in the pay period, or because there is an error in
the type of pay or accounting code charged, go back into the certified record, scroll down to the bottom of
the page and click on the Reject/Decertify button.

Mame: Rodney leske Pay Period: 06 : Mar 21 to Apr 3
Report Type: Regular Leave Year: 2004
Status: —— P Certified
Time In Pay: 81:45 Cther Time: 0:00 Crollar Transactions: $0.00 Crays In Pay: 100
Time In Pay Mar Mar i Apr
. " i g ECOUNE 21, 2z |23, 24,25, 26 27 28,29, 30,31 11, 2 .3
ransaction IR Cription E!'M T W TR 'S | Wkl |8/ M T W ITF S| wk2
T T T T T T T T T T T T T T T
Regular Base Pay | | :ggisﬁf::yj::?agd sttenda.| 1 10 B1SE4STI20945 (42015 SIS T5245 7] 5 | (3615
T T T T T T T T T T T T T T T
RequlsrBasePay | | [ e ]
T T T T T T T T T T T T T T T
o 401622 WMESPO0 1 1 1 1 1 1 1 1 1 [ 1
RegilbrBesa Py | | 'Complete administrative dut...| ! ! ! ! ! ! ! ! b ! i
T T T T T T T T T T T T T T T
B 1 1 |401622I"\|r“124PDD 1 1 1 1 1 1 1 1 1 1 Iy, 1 N
Credit Hours Earned, | I oordinate time and attends..| ! I I 1 1 I I 1 1 L 14T, 1:45
Total [ 10:3008:156:45,7:30,9:45,  [42:45] |5:15,7:15,9:45, 7 6:45, | 39 |
T&A Profile Leave Data| Fwd (Accri Auvail (Used Bal
Pay Plan General Schedule (real|l [[annual 280:00/8:00,288:00, -- | 28§00
(o G By [Pl Tiime Sick 41215 400142215, -- 1422:15
E“tt ':f”r: 50 _ﬂ Cradit 2215 1:45, 24:00 1 -- | 24:00
oFr| eg maxitiex
Alternative Schedule Wariable Waorkwesk
Agency [RLeT-T-)
State oo
Town 0zoo
Unit oz
Timekeepar 05
Uze Projects Mo
Account Data Code Manual Entry
Stored Account (LOCAL)301E9PLEMGPZ1
Retain Data Maone
Service Comp Date Apr 23 1981
Annual Leave Category |2 hefpp

P FejectiDecertify | Cancel |

NOTE: It is an odd, temporary situation that causes you to have to certify the record before it can be
rejected. This is a recent contractor change; we have requested that this be revised to allow rejection on
the first pass.

10



The Reject Employee Data screen will appear.

Reject Employee Data

; Pay 06 : Mar 21, 2004 to Apr 3,
Mame: Rodney Jeske Pariod: 2004
Report Leave
Toe: Regular Year: 2004

Please enter the reason for which
the the record will not be certified.

Miszing 2 hours sick leave for 3/31ﬂ

B

> Sa\tel Cancell

You can type a short explanation as to why the record was rejected. Once you save and exit this screen,
an email notifying the Employee of the rejected T&A Record is automatically sent to the Employee as
long as the email field on their locator record is completed. The Employee or Timekeeper must then
revise the record and re-validate it so that it is ready for your second review and the certification process.

PRINTING CERTIFIED T&A REPORTS

Once all records are certified, either the Supervisor or the Timekeeper must print a hard copy of each
employee’s record for the pay period. It is easy for the Supervisor to print the employee record
immediately after certifying. To do so, simply click on the View/Certify T&A button again and now the
certified T&A record for the selected employee will be displayed.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY .,

Help Logout
WELCOME ABOARD ITA! eip Lagou

Select Employee
-mm-m

Certified Bushaw, Freddie BUSHAWF 05 - 2004 TOWMHSEMDA
Certified Escamilla, Amanda ESCAMILLAA 05 - 2004 TOWRNSEMDA
 Certified Jeske, Rodney JESKER 05 - 2004 TOWHNSENDA
Certified Person, Melody PERSOMM 05 - 2004 TOWHMNSENDA

7

Y

P iew/Cerify T&A |  Certified T&As |  Locator Info

Certify All | Retum |

Copyright @ 19992-2003 3i Systems Inc.
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While in this record, click on the print icon. After printing, simply exit the screen by clicking on the
Cancel button to exit the record withgut changing the certification status.

e aalall e Eoix == 008

-

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY, WELCOME ABOARD ITA!

Help Logol|

Mama: Freddie Bushawr Pay Periad: 035 : Mar 7 to Mar 20
Repott Type: Regular Leave Year 2004
Status: Certified
Time In Pay: 38:45 Sther Time: 0:00 Callar Transactions: $0.00 Cays In Pay: 4
Time In Pay Mar Mar
: ot A CoUNE Tie, 9 .00 11 12,13 14115, 16 117, 18 19,20

Transaction 'pr'SfH'Description SiMY T ‘W T E Wki |S'M! T 1w T 'F'S | wkz

t t — — — — —t —

1 1 401822WME4P00 g, e ! [ . L P e I | .
Regular Base Pay, 3 \Coordinate time and strenda... . =200 10 12:20 20, 10i1s5) 19:45

—t— — —t — —t —t —

| ' H01622WMI0RP00 [ 1 [ | 1 . 1 1 1 1 1 1
Roguler Base Pag), | ‘Administer pay and leave 0 0 o mE0, 20 0 0 ' '
Total | 1830, 10:30, ;| 18 [ | 930, (10:15, ;  |19:45]
T&A Profile Leave Data Fud iAccri avail Used: Bal
Pay Plan General Schedule (red)|| [[Annual S4:15 1400, 58:15 1 -- | 58115
Tour of Duty Bantaliime Annual Unapplied| S:00 3 | mas
Duty Hours e sick 200:15,2:00,202:15, -- 1202:15
Work Week T TH &:00-2:30 "o ot T T
Alternative Schedule Variable Waorkweek Sick Unapplie Li0 O Rl

Agency Mo A
State co
Town azoo
nit oz
Timekeeper 05
I=se Prajects Mo

Account Drata Code

Manual Entry

Stared Sccount [LOCAL)

S0169PIBMGPZ1

Retain Crata

Mone

|Seruice Comp Date

[Sep 13 1988 |

|P.nnua| Leave Category

|8 hesep |

v

Feject/Decertify | Cancel |

Pursuant to the Office of the General Counsel, the Supervisor MUST sign the hard copy, which is to be
filed in the Employees’ T&A file and maintained for 6 years. These screen prints must be completed
before the WebTA file is built, sent to the National Finance Center, and the pay period rolls over to the
next pay period. If you miss that window to print the certified record, you will still be able to print one
from the historical record in the next pay period. However, since the historical record states Validated
T&A Record, you will need to hand-mark it as certified and both the employee and the supervisor must

sign the hard cop

Y.

DELEGATING A SUPERVISOR

Occasionally, you will not be available to certify the employee records prior to the established payroll

deadline.

Just as you would name an appropriate person as the Acting Supervisor for other duties,

WebTA allows for you to delegate a supervisor to perform the necessary duties in your absence.

Click on the Delegate button on the User Functions line on the Supervisor Main Menu.
Supervisor Main Menu

SELTE View/Certify Records

User Functions

> Delegate |

Change Passward |

Employee |

Timekeeper |

SURERisOr | HR Adrnin

| Admin

12



This action takes you to the Delegate Supervisor Role screen.

ALL PASSWORDS MUST COMPLY WITH DOC

PASSWORD POLICY. WELCOME ABOARD ITA! Help Logout

Delegate Supervisor Role

Users in this list are granted supervisor privilege and have access
to all supervisor functionality.

>

Current Delegates

Dell KOLK] - Kalk, Janice

ﬂl I Search |

Undelegate All | Return h\

Copyright @ 1999-2003 3i Systems Inc,

This screen will show you how many people you currently have delegated, if any. Additionally, by
typing the Userld of an appropriate employee and clicking on the Add button to the left of the employee
name, a new delegated supervisor will be named. The employee will remain a Delegated Supervisor until
you delete the name from the list on this screen. While they are named a Delegated Supervisor, they have
all the rights and access that you have as a Supervisor, while you retain all those same rights. Click
Return to exit this screen and save all your changes.

Except in extremely rare circumstances, DOC and GAO policies do not allow Timekeepers to be
delegated as Supervisors. To do so completely negates the security features built into WebTA.

Supervisors are reminded that while they can occasionally delegate another to perform the certification
process to ensure timely submission of data, they are still ultimately responsible for ensuring the accuracy
of the data submitted whether they physically certified the record or not.

DELETING A DELEGATED SUPERVISOR

To delete an individual Delegated Supervisor, click on the Delete button to the left of the name you wish
to delete from your list. To delete all your current delegates, click on the Undelegate All button.

Delegate Supervisor Role

Users in this list are granted supervisor privilege and have access
to all supervisor functionality.

Current Delegates

P Del| KoLK - Kolk, Janice

ﬂ“ Search |
> Undelegate All | Return |<

Click the Return button to exit this screen and save your changes.

13



REVIEWING PREVIOUSLY CERTIFIED EMPLOYEE T&A RECORDS

At any time, you have the ability to view previously certified T&A records for each of your employees.

=

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD Help Logout
POLICY, WELCOME ABOARD ITA!

Supervisor Main Menu

' gICCUUEM View /Certify Records

User Functions

Delegate | Change Passward |

Employee Timekeeper | SURERE0r | HR Admin | Adminl

Copyright © 1999-2003 3i Systems Inc.

Click on the Certify button in the Supervisor Main Menu. This takes you to the Select Employee

screen.

Simply click on the Radio button to the left of the appropriate employee. Then click on the Certified

T&A'’s button.

- |

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY, Helo Logout
WELCOME ABOARD ITA! p g

Select Employee
R

Bushaw, Freddie BUSHAWF 05 - 2004 TOWMNSEMNDA
 Certified Escamilla, Amanda ESCAMILLAA 05 - 2004 TOWNSENDA
o Jeske, Rodney JESKER 05 - 2004 TOWHMNSEMDA

—Pp Emp. Yalidated Person, Melody PERSONM 05 - 2004 TOWNSEMDA

View/Cerlify T&A | Certified Tads | LocatorInfo |

Caify All | Ratum |\

Copyright @ 1992-2003 3i Systems Inc,
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The Certified T&A Summaries screen for the selected employee appears.

Q-O- KA/

- o)

<L @ -

Now click on the Radio
button to the left of the pay period you would like to view and scroll down to the bottom of the page and
click on the View Certified Summary button.

Certified T&A Summaries

Melody Person (PERSONM)

- Pay Period|Date Range Cert By Cert Date |Gert Type

>

~

04 - 2004
03 - 2004
0z - 2004
01 - 2004
et ek
25 - 2003
24 =2003
23 - 2003
ke e
21 - 2003
20 - 2003
19 - 2003
18 - 2003
17 - 2003
16 - 2003
15 - 2003
14 - 2002
13 - 2003
12 - 2003
11 - 2003

Feb 22 - Mar 06 TOWNSEMDA Mar 08 2004 WEBTA

Feb 08 - Feb 21
Jan 25 - Feb 07
Jan 11 - Jan 24
Dec 28 - Jan 10
[Ef=Tel iGN o DI leltir s
MNow 30 - Dec 13
MNov 16 - Mov 29
Moy 02 - MNow 15
Oct 19 - Mov 01
Oct 05 - Oct 18
Sep 21 - Oct 04
Sep 07 - Sep 20
Aug 24 - Sep 06
Aug 10 - Aug 23
Jul 27 - 4ug 09
Jul 13 - Jul 26
Jun 29 - Jul 12
Jun 15 - Jun 28
Jun 01 - Jun 14

TOWNSENDA Feb 23 2004
TOWNSEMDA Feb 10 2004
TOWMNSEMDA Jan 27 2004
TOWNSENDA Jan 13 2004
TOWKNSEMDA Dec 29 2003
TOWHSENDA Dec 15 2003
TOWKNSEMDA Dec 02 2003
TOWNSENDA MNov 18 2003
TOWKNSEMDA Mow 03 2003
TOWMKSENDA Oct 20 2003
TOWMNSEMDa Oct 06 2003
TOWMNSENDA Sep 23 2003
TOWMNSEMDA Sep 08 2003
TOWMKSENDA Aug 26 2003
SIMLEYC Aug 12 2003
SIMLEYC Jul 28 2003
SIMLEY C Jul 11 2003
SIMLEYC Jun 30 2003

SIMLEYC Jun 16 2003

WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA
WEBTA

I

10 - 2002  May 18 - May 31 SIMLEYC May 30 2003 WEBTA

09 - 2003 May 04 - May 17 SIMLEYC May 16 2003 WEBTA

o] e e | e e ] e | e [ oe ] e e | el | e ] e e | e | e el e e e

08 - 2002 Apr 20 - May 03 SIMLEYC May 06 2003 WEBTA

> Wiew Cerified Surnmary | Return |

That action will open a window in which to view the certified record. This is a read-only screen. If
changes to a previous pay period are required, the Timekeeper must create a corrected T&A record to be
validated and certified. Certified corrections are submitted to the NFC with the current pay period.

AUTOMATED LEAVE AUDITS

The HR Administrator has access to system-generated audits for the following leave categories: annual
leave, sick leave, credit hours, compensatory leave, religious compensatory leave, shore leave, home
leave, restored annual leave, time-off awards, Leave Without Pay (LWOP), Away Without Official Leave

(AWOL), Suspension, Furlough, Emergency Military Leave, Regular Military Leave.

In the future when the Leave Module of WebTA is activated, audits for leave used under both the
Voluntary Leave Transfer Program and the Emergency Leave Transfer Program will also be available.
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Here is an example of a compensatory leave audit:

Q-O HNEARLWEO il -
Leave Audit Report

>

Change Report Criteria:

Start Date;lEDDS '! End Datg;!EDDS;] |Compensatory ;I Update I
Leave Audit (Compensatory) For Amy Townsend
(TOWNSENDA)

Pay Poriod |Forward |Accrued |available |used |Balanco
0g - 2003 0:00 8:30 8:30 0:00 8:30
09 - 2003 830 25:00 33:30 000 33:30
10 - 2003 33130 16:00 49:30 000 49:30
11 - 2003 40:30 Tl = 5645 g8:00 48:45
12 - 2003 48: 45 20:00 68:45 0:00 68:45
13 - 2003 6845 9:00 7745 0:00 7745
14 - 2003 7745 0:00 7745 0:00 7745
15 - 2003 T e 0:00 B 76145 1:00
16 - 2003 1:00 S 6:15 000 6:15
17 - 2003 6:15 14:00 20:15 0:00 20:15
18 - 2003 20015 G 25:00 0:00 25:00
19 - 2003 25:00 Tiga = 32:15 0:00 32:15
20 - 2003 FEE 12:15 4430 0:00 4430
21 - 2003 4430 18:15 62145 0:00 62145
22 - 2003 62145 Gatls: 67:00 0:00 67:00
23 - 2003 6700 1:00 68:00 15:15 52:45
24 - 2003 52145 0:00 52:45 315 49:30
25 - 2003 4930 0:00 49:30 0:00 49:30
26 - 2003 40:30 0:00 40:30 700 42:30

Download | Returnl

Copyright @ 1999-2003 3i Systems Inc.

The HR Administrator can download audits so that they may be sent to the Supervisor, Timekeeper,
and/or Employee. It is important to note that these audits reflect what was submitted to NFC through
WebTA and are not necessarily reflective of the NFC balances. The two systems must be compared to
ensure no leave errors exist.

NOTE: NOAA has requested a few enhancements to this WebTA feature. First, that Family Friendly
Medical Leave and transaction codes relating to union activities be added to the list of pay types for
which automatic audits may be generated. Additionally, we have requested that the ability to generate
these audits be granted to at least the Timekeeper and Supervisor roles in the near future.
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SECURITY FEATURES

Privacy One of the important improvements gained by converting to WebTA is that privacy information,
such as social security numbers, is far more secure than in past systems. The social security number is
only visible in the Employee Profile screen (blank sample follows) and will no longer appear on the
printed report. Supervisors do not have access to the Employee Profile screen.

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance systemn, not to other personnel records.

e |
[oasewors |
Password {again) |

ErErea—
Middle Name |
or Initial {Optional)

Last Name

Social Security Number ||

Supervisor's User ID IPURCELLS Search |
Timekeeper's User 1D ITOWNSENDA Search |

First Pay Period @ Current © Previous

Timekeeper
Supervisor
HR Administrator

aan

Active Status
Save | Cancel

3

v Active Employee

-

Access As previously stated, Netscape (version 7.1 or higher) may be used to access WebTA but,
generally speaking, Internet Explorer (version 5.5 or higher) is the better choice for this application.

Never use your browser forward and back keys as they will cause you to be disconnected from WebTA,
and you may lose any unsaved data. Instead, always use the button options at the bottom of the screen
(Save, Cancel, Return, etc.)

Passwords All passwords must comply with Department of Commerce policy:

e Be at least 8 characters in length

e Contain at least 1 alpha, 1 numeric and 1 non-numeric special character (1#$%"&%*, etc.)

e 6 characters may only occur once in the password (e.g., ‘AAAAAAAL’ is not acceptable, but
‘A%rmp2g3’ and ‘A%ArmA2g3’ are acceptable)

e Is case-sensitive

e Can’t be common words, manufacturer defaults, user names, words found in dictionaries, or
common character sequences (e.g., 3456, ghijk, Doejohn, 2468, etc.)

e 7 days prior to expiration, you are warned and given an opportunity to change your password at
that time. Failure to change an expired password results in access to the system being
denied. If this occurs, you will need to contact your Timekeeper to have your password reset.

e Passwords cannot be reused for at least 365 days or 10 changes (whichever is longer).
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After three consecutive unsuccessful attempts to log in, your account will be disabled and your
Timekeeper or HR Administrator must then unlock your account. If you forget your password, you will
need to contact your Timekeeper to have a new password established.

After a period of inactivity (about 10 minutes), you will be automatically logged out of WebTA.
Rules of Behavior All users of WebTA are required to agree to the terms outlined in the Rules of

Behavior document (see Appendix A). The Timekeeper must maintain a signed copy of the Rules of
Behavior for each employee. The signed document is filed in the T&A file for each individual employee.

CHANGING YOUR PASSWORD

At the Supervisor Main Menu screen, scroll down to the User functions and Click on the Change
Password button.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD Help Logout .

POLICY. WELCOME ABOARD ITA!

Supervisor Main Menu

User Functions
Delegate | Change Password | >
Employee Timekeeper | SUpErsar | HR Admin | Admin |

Copyright © 1998-2003 3i Systems Inc.

The Change Password screen now appears.
E

ALL PASSWORDS MUST COMPLY WITH DOC

Hel L t
PASSWORD POLICY. WELCOME ABOARD ITA! elp togau

Change Employee Password

Current Password |
f E New Password |
Copyright © 1999-2003 3i Systems Inc.

New Password {(again) |

> Savel Cancell

To change your password, type in your current password once. Use your mouse or tab key to move to the
next field and type in your new password. Repeat the new password in the next field. Remember,
passwords are case-sensitive and must comply with DOC password policies. Click the Save button to
save your new password and to return to the Supervisor Main Menu. Changing your password in any of
your WebTA roles changes your password for all of your WebTA roles.
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LOGGING OUT OF WebTA

When you desire to log out of WebTA, click on the blue “Logout” located at the top right of any screen.

-

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD Help Logout 44—
POLICY. WELCOME ABOARD ITA!

Employee Main Menu

o
O v o sy
GERREOO .. provousty Corutio TeA Surmars |

This action takes you back to the WebTA Login screen. Simply Close the application by clicking on the
“X” button in the top right corner of your screen, as you would to close any application.

OVERVIEW OF OTHER ROLES WITHIN WebTA

Remember, there are five roles within WebTA: Employee, Timekeeper, Supervisor, HR
Administrator and Administrator. Once you gain a little experience with WebTA, you will soon
learn that the other roles support your supervisory duties. Specifically, the HR Administrator
and the Timekeeper perform functions that will assist you.

Your HR Administrator can assist you with the following:

Identifying an existing employee’s User ID

Adding new employees to WebTA

Assigning roles within WebTA

Changing your WebTA organizational tree

Tracking the status of WebTA Records for the current pay period
Resetting employee passwords

WebTA employee leave audits

Editing account templates

Importing Employee Data from other systems

As previously noted, WebTA is designed for data entry and validation by either the Employee or
Timekeeper. In addition to that potential role, the Timekeeper has numerous other functions including,
but not limited to:

e Establishing Employee Profiles for new employees.

e Establishing initial passwords, unlocking password accounts, and resetting passwords, as
necessary.
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Entering and maintaining all information on the T&A Profile for each employee. A sample of

such a screen is outlined below:
Status Change

Status Change Type |None ‘l
Status Change Day |None vl

Work Schedule

|General8chedule [red) j
[Tourof oty |[EIREEE 3
oury roors [

Contact Point

o
[Timesper [

New Contact Point ||
Overtime/Standby Status

Standby Hrs/weor 1 [
[Standby s/ weok 2 [
standby/nu0 00— [

Miscellaneous
Oath Of Office -
Final Report -

Approved Leave r
Recipient (VLTP)
Approved Leave r
Recipient (ELTP)
On Hold r

Account Data Code | Manual Ertry =]
Stored Account (NFC)  [ENRERNENGIS NI
Stored Account (Local) [Jlslsadaletl

Retain Data |None vl

Leave Parameters

Service Computation Date |[REREEN
Annual Leave Category & hr/pp

Personal Leave Ceiling

Dual TaA | Savel Cancell

Establishing Default Schedules for affected employees, as necessary.

Tracking the status of all T&A Records to ensure that all records are validated and certified prior
to the required deadline.

Maintaining and/or assisting employee with the Locator Information.

Notifying all users of WebTA announcements such as accelerated payroll processing deadlines,
upgrades to the system, etc.

Processing all corrections for all affected employees.

Processing split T&A records, as needed.

Assisting the Time & Attendance Liaisons with rejected timesheets.

Establishing the Table of Accounts.

Maintaining the Timekeeper Contact Point number

Entering changes in assigned Timekeepers and Supervisors.
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o Initially establishing and then maintaining individual employee leave balances (adjustments to
correct errors, enter Time Off Awards, Restored Annual Leave, Donated Leave, etc.)
o Clearing leave errors.

ADDITIONAL RESOURCES

There are many pay and leave rules which directly affect time and attendance. It is imperative that you
have an understanding of these rules and to help you in that pursuit, listed below are additional resources
available to you:

Manuals:

Websites:

T&A Liaisons:

Time & Attendance Manual, Department of Commerce, July 1994
(your timekeeper should have a hard copy; this manual is not online)
Handbook on Hours of Duty & Leave Administration

o0 http://ohrm.doc.gov/handbooks/leave.htm
Pay Handbook, Part I, General Pay

o0 http://ohrm.doc.gov/handbooks/pay_manual.htm
Pay Handbook, Part Il, Premium Pay

0 http://ohrm.doc.gov/handbooks/premium_pay_manual.htm
Handbook on Alternative Work Schedules

o0 http://www.opm.gov/oca/aws/index.htm

http://www.masc.noaa.gov/
0 Leave/Time & Attendance Home Page
= http://www.masc.noaa.gov/masc/hrd/leaveta.html
http://www.easc.noaa.gov/
http://www.wasc.noaa.gov/
http://www.rdc.noaa.gov/~casc/main.html

Your Timekeeper/Administrative Officer
NOAA Time & Attendance Services Office — Boulder, CO

Training Classes:

Conducted regularly by the NOAA Time & Attendance Services Office

WebTA training for Employees
WeDbTA training for Supervisors
WebTA training for Timekeepers
DOS training for Timekeepers
Advanced Timekeeping
Customized Classes
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APPENDIX A: RULES OF BEHAVIOR

The Rules of Behavior provide guidelines for the use of Department of Commerce (DOC) information technology (IT)
resources operated at the Department’s facilities. The purpose of these guidelines is to increase individual awareness and
responsibility, as well as to ensure that all users utilize information technology (IT) resources in an efficient, ethical, and
lawful manner. Once completed, the Rules of Behavior are to be maintained by each user office.

| understand that the following must be read and acknowledged in order to be granted access to WebTA:

1. I will only use the Userld for which | am authorized and will not divulge my Userld or account access procedures to an
unauthorized user.

2. | consent to monitoring and security testing to ensure proper security procedures and appropriate usage are being
observed for WebTA.

3. | understand that | am required to report all observed compromises of IT security (viruses, unauthorized access, theft,
inappropriate use, etc.) to my immediate supervisor.

4. 1 will not make or use unauthorized copies of copyrighted software, except as permitted by law or the owner of the
copyright.

5. I understand that IT resources, including e-mail accounts, are for authorized Government use only. | agree not to use
WebTA for fraudulent, harassing, or sexually explicit messages and/or materials. Additionally, I will not send, retain, nor
proliferate any such material on Government systems.

6. | am responsible for protecting and maintaining to the best of my ability any information used or stored in my accounts.
I will not attempt to access any data or programs contained on systems for which | am not authorized nor have explicit
consent of the data/program manager.

7. When | no longer require access to WebTA, | will notify my immediate supervisor, and make no further attempt to
access these resources.

8. I understand that for access to WebTA, users are required to invoke a login process requiring a Userld and password.

9. | understand that passwords are required for accounts for WebTA. | will manage my password in accordance with the
DOC Policy for Managing Passwords and any password policy within my operating unit.

10. I will logoff the network when | need to be away from my office for more than 5 minutes, and shutdown the system or
use a password-protected screen saver or security package that prevents unauthorized access to my personal computer.

11. 1 understand that remote access to the network (e.g., while teleworking) poses additional security risks. | will comply
with established DOC policies and guidelines for remote access of network services.

12. 1 understand that use of the Internet places a great deal of trust and responsibility at the employee/supervisor level. |
will comply with the tenets of the DOC Internet Use Policy.

13. | acknowledge that | have received and successfully completed IT Security Awareness training in accordance with all
DOC IT Security policies.

| further understand that failure to abide by these guidelines may constitute grounds for termination of access privileges,
administrative actions, and/or criminal prosecution, if warranted. All signatures are required prior to approval and
granting of WebTA privileges by the WebTA administrator.

User Name:

Office or Organization:

Bureau/Organization:

Signature Date

22



23



	Welcome to
	WebTA
	An Introductory Manual Written and Presented by the NOAA Tim
	Table of Contents
	Introduction:  Timekeeping Roles and Responsibilities……….………
	Accessing WebTA………………………………………………………………………………4
	Employee
	Timekeeper
	Supervisor

	ACCESSING WebTA
	�
	WebTA Supervisor Main Menu
	CERTIFYING RECORDS






